. ) SCHEDEE ND.
BALTIMORE COUNTY
OFFICE OF CENTRAL SERVICES ¢ - 679
Records Manegéinent Division BCE 0.
RECORDS RETENTION AND DISPOSAL SONEBULE 1 of 2
Community Develooment Adminis;ration & All Divisiogs
AGENCY DIVISION

I'TFM

ND. DESCRIPTION RETENTION

1. GENERAL CORRESPONDENCE Screen annually and
Subject arrangement of original incoming letters, destroy that material no
copies of outgoing letters, memoranda, studies, longer needed for current
reports. directives, policies, and other materials business.
related to the administration of the agencies within
the department. { Directives, policies, and

other material related to
the planning and policy
that illustrate the
development of the agencyf,
retain permanently for
eventual transfer to the
State Archives.

2. UNOFFICIAL PERSONNEL FILES Screen annually and
Files contain information on current employees. destroyv that material no
Files may contain but are not limited to copies of longer uneeded for curnrent
applications, annual reviews, reprimands and reference. Retain
disciplinary actions, awards, doctor slips, accident remaining items for two
reports, resumes, etc. (2) years after

termination, then destrosl
' Retain for one (1) year,
3. LEAVE AND TIME SHEETS then destroy.
This file contains office copies of employees annual
leave and daily time recordings (biweekly copies of
time sheets, and computer hiweekly printouts).

4, BUDGET RECORDS Retain annual submissions
Annual Budget Submissions for five (5) years, then
Monthly Budget Printouts destroy. Retain all oth&m
Work Papers (including notes, worksheets, and misc. papers for two (2) years,
contracts) then destroy.

SCHEDULE APPROVED BY
RECORDS MANAGEMENT OFFICER

SCHEDULE APPROVED BY

COUNTY ADMINISTRATIVE OFFICER
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AGENCY,OR DIVISION REPRESENTATIVE STATE ARCHIVIST
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(CONTINUATION SHBET)

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO.

PAGE NO.
2 oF 2.

DESCRIPTION

RETENTION

GENERAL ACCOUNTING RECORDS

Files contain office copies of:

Goods Received memoranda, billing invoices,
expense/travel reports, requisitions, petty cash
vouchers, mileage reports, direct payment forms, paid
bills, ticket books, purchase orders deposit slips,
receipt books, etc. .

FIXED ASSET FILE

Fixed asset printouts (including vehicles)
IRA Forms (office copy)

Lost/Stolen Forms (office copy)

Surplus Forms (office copy)

Transfer Forms (office copy)

COUNTY COUNCIL MATERIALS

These files contain all materials related to County
Council departmental activities, including
Legislation Approvals, Bills and Resolutions,
Contracts over $25,000, Budget Appropriation
Transactions (BAT), Schedules/Agendas, Auditors
Notes, and Councilman Correspondence. They are
filed chronologically.

MEETING AND HEARING MINUTES

These files contain legal and lettersize files of
minutes of meetings and hearings of boards,
commissions, committees and councils within the
Department of Community Development that document
their proceedings and actions.

Retain for three (3)
vears, then destroy.

Retain fixed asset
printout for one (1)
year, then destroy.
Retain all other
completed forms for three
(3) years, then destroy.

Retain for five (5)
years, then destroy.

Retain in office
permanently for eventual
transfer to State
Archives.,

"RM 1A (Rev.

1/90)




T

R S R o (IS

Iustchtlons TYPE OR PRINT A

I
DEPARTMENT OF GENERAL SERVICES |
SEPARATK FORX FOR BACH NEW OR RECORDS XAHAGBKEHT DIVISION |
REVISED RECORDS SERIES. FORWARD 1275 WATERLOO ROAD |
[
|
I

I
| AGENCY  RECORDS  INVEHTORY
|
I
2§CORDS RETEHTION SCHEDULR | P.0. BOX 275

¢ |
I
I
|

PAGE 1 o 8
Q:~ JESSUP, MARYLAND 20194

1. DEPARTHENT/AGENCY

2. DIVISION ! 3, NIt
Community Development | Administration }

DEFINITION - RECORD SERIBS A group of related records normally filed and used as a unit for reference as well as
retention and disposition purposes

4, RECORDS SERIES TITLE | 5 EARLIEST YEAR/LATEST YEAR
o | 1986 | 1990
General Administrative — Correspondence File 1

§. RECORDS SERIES DESCRIPTION (Briefly describe the types of {nformation/docunents/forms found {n the series.
Include the purposa or function of the series)

Subject arrangement of original incoming letters, copies of outgoing letter, memoranda, reports,
studies, surveys, investigations, press releases, newspaper clippings, legislative reference

. material, directives and other miscellaneous papers relating to the administration of this
agencies within the department.

7. RBCORDS SERIBS FORMAT(S)
P LBTTER SIZE (] MICRORILN

.8, RECORDS SERIES SEQUENCE )
{4 ALPRABETICAL

9. VOLUNE
td PILE DRAWER(S)
[] MICROFILK REBL{S)
3 (] COMPUTER TAPE(S)
t

I
I
!
|
b LBGAL SIZE [ COKPUTER TAPE |
| THUNBER  |) OTHER(SPECIII)
|
l
I
|
I
I

[] NUKERICAL

[] CHRONOLOGICAL

[] BOUND BOOK |} PLOPPY DISK

10. VOLUXE

(] AUDIO TAPE (] VIDBO TAPE {] GBOGRAPHICAL PILE DRANER({S)

tl

{] XICROFILK RBBL (S)
: ] oTHER (SPBCIFY) (]
(1

(| OTHER (SPECIFY) COMPUTER TAPE(S)

NUKBER OTHER(SPECIFT)
I »
11.FILE IS USED . 12, FILE BECOMES INACTIVE AFTER
(% DAILY . () WEBKLY {1 MONTHLY 2 [] HOKTH{S) i YBAR(S)
NUMBER : v

14, 15 RECORDS SERIES DUPLICATED ELSEWHERE?
{] Y88 p{ %0 {If Yes, Specify Agency or Office)

13, CURRENT LOCATION{S) (BLDG.,FLOOR,ROOX)

1 Investment Place, Suite 800
Towson, Maryland 21204

15. ACCESS RESTRICTIONS [} 18 [} XO
{If yes, cite law(s) & requlation(s)

16. AUDIT REQUIREKENTS
B4 HORKE (] STATE [] PEDERAL [] INOBPENDENT .

— — . — —— —— — e, S

\

Lo .-1"

R v

17. 18 AN INDRY SYSTEX USBD? (1f yes, explaln briefly and
describe any hardware/software)

18. RECOMHENDED RETENTION
Screen annually and destroy that

[}

I
|
|
(] 12§ W N | ~materlal no longerneeded for current
. | ‘Business. Directives, policies,’ and
QJ | other material related to theplannmg &
| pol1ay oo
I I I — -
9. NAHE AND TITLE OF PREPARER | 20. TELEPHONE MUKBER | 21. DATE :
Paige Diegelman : 887-3317 } July 13, 1990

DGS 550-4(REVISED 2/87) v




Instructlions TYPE OR PRINT A
SEPARATE PORM YOR BACH NEW OR

DEPARTHENT OF GENBRAL SERVICES
RECORDS KANAGEMENT DIVISION

AGENCYT  RBCORDS  INVEHTORY

REVISED RECORDS SERIES. FORWARD 7275 WATERLOO ROAD

_XITH -RECORDS RETENTION SCHEDULR P.0. BOY 275 PAGE 2 0f 8
f| JESSUP, MARYLAND 20794
1. DEPARTABNT/AGENCY 2, DIVISION 3. UNIT
Community Development Administration

— —— ——y, — —— — —— —

DEFINITION - RECORD SERIRS A group of related records normally filed and used as a unlt for reference as well as
retention and disposition purposes

|

{. RECORDS SERIES TITLE ' ‘ | 5 EARLIEST YEAR/LATRST TEAR
General Accounting Records | 1986 /1990

§. RECORDS SERIES DESCRIPTION {Briefly describe the types of fnformation/documents/forns found in the series.
Include the purpose or function of the series)

Files contain office of: Goods Received memoranda, billing invoices, expense/travel reports,

requisitions, Puichase Orders, petty cash vouchers, mileage reports, direct payment forms,
paid bills.

| |
7. RICORDS SERIZS FORMAT(S) |, 8 RBCORDS SERIZS SEQUEKCE | 9. vOLUMR
b LETTER S128 ) NICROPILK | [} ALPHABETICAL | i PILE DRAWBR(S)
. | . | {] KICROFILK REBL{S)
'II LEGAL STZE (] COMPUTRR TAPE | (] NUMBRICAL | 1 [] COMPUTER TAPB(S)
: | g | THUMBER |] OTHER{SPECIFT)
(] BOUND BOOK || PLOPPY DISK | iJ CHRONOLOGICAL : [
N | | 10, VOLUNB
(] AUDIO TAPE (] VIDEO TAPE | {} GBOGRAPHICAL | (] PILE DRANBR{S)
| | |} XICROFILN REBL ()
|} OTHER {SPECIFY) | [] OTHER {SPECIFY) | [] CONPUTER TAPE(S)
| | T NUKBER || OTHER{SPBCIEY)
| | .
11.FILE 1S USED . 12. FILE BECOMES INACTIVE AFTER
[] DAILY . (] WEBKLY K HONTHLY 2 [] HONTH{S) ) TBAR(S)
NUNBER

13, CURRENT LOCATION(S) (BLDG.,FtOOR,ROOK)
One Investment Place, Suite 800
Towson, Maryland 21204

11, 15 RECORDS SERIES DUPLICATED BLSEWHERE?
bd 183 [) NO {If Ves, Specify Agency or Office)
Central Services

15. ACCBSS RESTRICTIONS  [) YRS [k NO

) 16. AUDIT REQUIREMENTS
{1f yes, cite law{e) & requlation(s)

M NONE (] STATE (] PEDERAL (] INDRPEHDENT

—— — — — — —— i, s *e]

17. 18 AN INDRX SYSTEM USRD? (If yes, expldin briefly and

18. RECOMKENDED RETENTION
describe any hardwaré/softvare) :

|
|
|
() 1s bt o |
: |
@ |
I
| — |
3. NAKE AND TITLE OF PREPARER | 20. TELEPHONE NUNBER | 21. Date
Paige Diegelman : 887-3317 | July 13, 1990
|

DGS 550-4{REVISED 2/87) - ;




Administration

| !
Instructions T1PR OR PRIKT A | DRPARTHENT OF GERERAL 8RRVICRS | AGERCT  RBCORDS  INVEKTORY
GEPARATE FORN POR RACH NRW OR [ RBCORDS MAWAGENEN? DIVISIOR |
REVISED RRCORDS SERIRS. FORWARD | 1215 WATRRLOD ROAD |
VITH RECORDS RRTENTION SCHRDULR | p.0. BOX 215 | PAGE oF
| JESSUP, NARTLAND 20794 | - T
[ |
1. DEPARTNBN?/AGRHCY | 2. DIVISION | 3. It
|
I

Community Develoomeqt

DEFIRITION - RRCORD SERIZS A group of relatéd récords nordlly filed and used as a unit for reference as well as

retention and disposition purposes

{. f8coRos SRRIBS TITLE
FIXED ASSETS FILE

I
| 5 SARLIBST YRAR/LATEST TEAR

; 98¢ 1 129

§. RBCORDS SERIRS DESCRIPTION (Briefly describe the types of inforfation/docusents/forss found in the series.
Iocindé the purposé or function of thé series)

Fixed asset printouts (including vehicles)
IRA Forms (office copy)

Lost/stolen forms (office forms)

Surplus forms (office forms)

Transfer Forms (office forms)

7. RECQRDS SERIBS FORMA?(S)

{y BT8R SIT8 () MICROFILN i} ALPHABETICAL

i) LRGAL SIt8  [) COMPUTRR ?APS [) NONBRICAL

| BOUND BOOK | PLOPPY DISK

(] AuDIo TAP8 || VIDEO TAPE [1 GROGRAPHICAL

|| OTHER (SPECIFY)

8. RECORDS SERIRS SEQUENCE

L}’GEROROLOGICAL

() otegR (8pdcite)

9. VOLUMR

L-FILE DRAWRR(S)
HUHéBR

[] NICROPIL RERL(S]
[] COMPUTER TAPR(S)
[} OtRER(SPRCIIY)
0. VOLUNE
[4A1L8 DRANER(S)
|| RICROFILN A88L {5}
(] CONPUTER 1APE(S]
WS {) orasRlsesciey)

I
|
I
I
|
I
|
|
|
l
I
I

11,7118 18 USED

{1 oatLt [] WERRLY {] MONTHLY

12. PIL® BRCOMES INACTIVE APTER
[1 NoK2m(8) (1 vBAR(S)

NUNBER

13. CURRRNT LOCATION(S) {BLDG.,PLOOR,ROOK)

] Investment Place Suite 800
Towson, Maryland 21204

fl. 18 RRCORDS SRAIES DUPLICATED RLSEWHRRE?
L{’f!ﬂ 41 %0 {If ves, Specify Agetcy or Office)

F-(eq’/gsgffs .b»ws‘lou 6/ Cntrel Services v« Tper

15. AcCBSS AgSTRICTIONS () YB§ (] %o
{1F yes, cite 1aw(s) & régulation(s)

16. ATDit ARQUIRENENTS Dorurt T
WYNORE (] SIATR [) PEDERAL || INDBPRADERT =

oha"

|
17. 18 AR IRDRY 89418K USED? (1f yas, dxplain briefly aad |
describe a8y hardware/sottware) |
128 {] %o / |

£y oate swhu ttech |'

: |

|

16, ALCONKENDRD RRTEN?IOR e
etain fixed asset Printout for one year,
then destroy.

Retain all other completed forms for' three

years, then destroy.

9. NAME AND PI7LR OF PREPARRR

|
| 26. teLtProNR NuMRet
Paige Diegelman :

887-3317

' ‘ s
| 21, AT
% July 13,1990

DGS 550-4({REVISRD 2/87)




Instructions TYPE OR PRIRT A DEPARTMENT OF GENERAL SERVICES
SEPARATR PORN FOR EACH NEW OR RECORDI KANAGERHENT DIVISION
REVISED RECORDS SERIES. FORWARD 1275 WATERLOO ROAD

I

| AGENCT ~ RECORDS  IRVEHTORY
I

I

NITH-RECORDS RETENTION SCHEDULE | P.0. BOX 215

I

I

|

I

PAGE 4 of 8
JESSUP, MARYLAND 20794

1. DEPARTMENT/AGENCY
Community Development

2. DIVISION | 3. 0
Administration |

| |
DEFINITION - RECORD SERIZS A group of related records normally filed and used as 2 unit for referemce as well as
. retention and digposltlon purposes

Leave and Time Sheets 1986 / 1990

I

{. RECORDS SERIES TITLE | 5 EARLIEST YEAR/LATBST TEAR
I
I

§. RRCORDS SERIBS DESCRIPTION {Briefly describe the types of information/documents/foras found In the serles.
Include the purpose or function of the serles)

This file contains office copies of employees annual leave and daily time recordings (bi-weekly
copies of time sheets, and computer bi-weekly printouts).

I I
1. RBCORDS SERIZS FORWAT(S) | . 8. RECORDS SRRIES SEQUENCE | 9. VOLUB
fd LETTER SIZE () MICROTILN I (] ALPHABRTICAL | K PILR DRAWER(S)
| | |} KICROYILN REEL(S)
. W LEGAL SIZE [) CONPUTER TAPE | [} HUNBRICAL | 2 [] COMPUTER TAPR{S)
‘ | : | THUMBER  |] OTHER{SPECIFY)
{] BOUND BOOK |} PLOPPY DISK | fl CHRONOLOGICAL |
L | | 10, VOLUXE
(] AUDIO TAPR (] VIDRO TAPE | (] GEOGRAPHICAL | [} PILE DRANER(S)
' | | [] NICROFILN RREL (S)
: |1 OTHER (SPRCIFY) | {1 OTHER (SPECIFY) | {] COXPUTER TAPE(S)
| | T NUKBER |} OTHER{SPBCIFY)
[ | 2
11.FILE 1S USED . 12. FILE BECOMES INACTIVE APTER
(] oamy . M WEEKLY {] NONTHLY

1 {] HORTH(S) i YBAR(S)
HUMBER .

~

14, IS RRCORDS SERIES DUPLICATED EBLSEWHERE?
188 " RO (If Yes, Specify Agency or Offfce)
Famanet, - ﬁexey”uaéaﬂciovii¢énx_(()hn»<222,fzf);e ¢u4«2%
16. AUDIT REQUIREMENTS
i norg ] STATH (] PEDBRAL [] INDEPBHDENT

13. CURRENT LOCATIONIS) (BLDG..FIOOR,ROOK)
One Investment Place, Suite 800
Towson, Maryland 21204

15. ACCESS RESTRICTIONS (] 188 K %o
{1£ yes, cite aw(s) & requlation(s)

— — e, — — ]

17. 1S AN INDRX SYSTEN USED? (If yes, explain briefly and
describe any hardware/software]

T Gl i Ryt

18, RECOMMENDBD RETENTION

N A

. /é§i525i4/1»~, 1;?é¢l' orne_( ‘I/3¢¢01/L,'.

—— ——— — ey — Aot

J 67/
. l l -
9. NAHE AND TITLE OF PREPARER | 20. TELEPHONE NUMBER | 21. DATR
Paige Diegelman : 887-3317 _ { July 13, 1990

DGS 550-4{REVISED 2/87) v




i

Instructions TYPE OR PRINT A
SEPARATE PORN POR BACH NEW OR

DEPARTHENT OF GENERAL SRRVICES
RECORDY MANAGRHENT DIVISION

AGEHCT ~ RECORDS  IRVENTORY

REVISED RECORDS SERIES. FORWARD 1215 VATERLOO ROAD

— e —— —— — ——

¥I1TH-RECORDS RBTENTION SCHBDULR P.0. BOX 275 pAcE 5 or 8
1 JESSUP, KARYLAND 20794
1. DREPARTMENT/AGENCY 2, DIVISION | 3. UNIT

Administration |

Community Development

DEFINITION - RECORD SERIZS X group of related records normally filed and used as a unit for reference as well as
retention and disposition purposes

Meeting and Hearing Minutes 1986 /1990

I

{. RECORDS SERIES TITLE | 5 EARLIEST YEAR/LATRST YEAR
I
I

6. RRCORDS SERIES DESCRIPTION {Briefly describe the types of information/docunents/foras found {n the serfes.
Include the purpose or function of the serfes)

Minutes of meetings and hearings of boards, commissions, committees and councils which
generally document their proceeding and actions.

1. RECORDS SERIBS FORMAT(S)

; 8. RECORDS SBRIRS SEQUENCE
B LETTER SIZE {] MICRORILX

4 ALPHABRTICAL kJ PILE DRAWER(S)

NICROFILH REBL{S]

. ()
' i) LEGAL SIIE  [] COMPUTER TAPE 1 (] COMPUTER TAPB{S)
()

{1 NUKERICAL

{| BoUND BOOK || PLOPPY DISK {1 CHRONOLOGICAL

10, VOLUNE

[} AUDIO 7APS ] VIDEO TAPE {} GEOGRAPHICAL PILR DRAWER{S)

KICROFILN RREL (S)

H
(l

[] OTHER {SPECIPY) {] coNPUTER TAPE(S)
l

I
I
I
I
[
| TNUNBER |} OTHER(SPECIIT)
I
I
[
I
[] OTHER (SPECIFY) |
I

NUXBER OTHBR|{SPRCIET)
|
11.FILE 1§ USED . . 12. FILR BECONES INACTIVE AFTER
(| DAILY . k] wearey {| MONTHLY 2 I} HONTH(S) by YEAR(S)

HUMBER

14, 15 RECORDS SERIES DUPLICATED ELSEWHERE?
1] 188 {4 Mo "{If Yes, Specify Agency or Offfce)

13. CURRENT LOCATION(S) IBLDG.,FIOOR,ROOHI

One Investment Place, Suite 800
Towson, Maryland 21204

15. ACCESS RESTRICTIONS (} 128 K WO
{1E yes, clte law(s] & requlation|s)

16, AUDIT REQUIREHENTS
I% HONE  [] STATE |} PEDBRAL [] IHDRPBHDERT

17. 18 AN INDRX SYSTEX USRD? (I yes, explaln briefly and
describe any hardware/software)

o zgs K Izot’ jf;4144;/212251 12%%
® 7Y

18, R!COHH!NDBD RBTBHTID"

/Aéié SURPPY: ;Zﬁégfé;CJg AQ/,é?é&i<zruefuei:§?§f

a/W%@a Z%%JM?

(Z
/,fj2<g/ffZg,‘£Q¢?
[ [
9. NWAKE AND TITLE OF PREPARER | 20. TELEPHONE NUNBER | 21." DATR
Paige Diegelman : 887-3317 : July 13, 1990

DGS 550-4({REVISED 2/87)




AGERCY  RECORDS  IRVEKTORY

| ———— |
Instructions TTPR OR PRINT A | DEPARTNERT OF GRNRRAL SERVICRS |
SEPARATE FORN FOR BACH NEW OR | RECORDS NANAGENRR? DIVISION |
REVISED RRCORDS SERIES. FORWARD | 7215 VATERLOO ROAD |
VITH RECORDS RRTERTION SCHEDULS | p.0. BOY 275 | PAGE or
. i JESSUP, WARTLAND 20794 ]
' { |
1. DEPARTMENT/AGBNCY | 2. DIVISION | 3. URIT
I
|

_C_Qmmunm_D_eLeJ._o.p_men.Li Administration
DBFINITION - RBCORD SRBRIRS A group of related records mormally filed and used as a unit for reference as well as
retention and disposition purposes
|

{. RECORDS SERIRS PITLE | 5 EARLIEST YEAR/LATEST TRAR

UNOFFICTAL PERSONNEL FILES : A2%b1 1991
§. RECORDS SERIRS DRSCRIPTION (Briefly dascribe the types of inforsation/documents/foras found in the series,

Include the parpose or function of the sérias)

Files contain information on current employees. Files may contain but are not limited
to copies of applications, annual reviews, reprimands and disciplinary actions, awards,
doctor slips, accident reports, resumes, etc.

7. RBCORDS SRRIBS FORMAT(S) 8. RBCORDS SBRIRS SmQuENCE 9. VOLUNE

| HUMBER  [] OTHBR(SPSCIFY)

|
| I
[4 BT8R 5128 |] NICROPILN | [ ALPHABRTICAL ,f;, 414@ | LTILE DRANER(S)
| | [ NICROPILN REBL(S)
(] LBGAL $1%8 (| COMPUTRR TAPR | {} NUMBRICAL | [} CONPUTER TAPE(S)
. , | ‘ | "RUMBER (] OTHER(SPECIFY)
[} BOUND BOOK || PLOPPY DISK | [] CHRONOLOGICAL |
| | 10. VOLUNE
[} AUDIO TAPE (] VIDSO TAS | {] choGRABHICAL | (4-FILE DRAWER(S)
| | [} MICROFILM RERL {S)
|| OTHER ($PBCIFY) | (1 otHER (SPReléy) | (1 CONPUTER TAPR(S)
|
|

] |

11,7118 15 058D _ | 12, P1LR BECONBS INACPIVE ARTER |

(1 DALLY () wBeKLr o NoRtaLy | () KoRER(S) LY IEARY
inFrequently | : RONBER
13. CURRRN? LOCATION(S) (BLDG.,PLOOR Ioonl | 1L Ig/nnconos SERIRS DUPLICATED BLSENHRAR?
| Investment Place Suite 800 | 188 ) RO (It Tes, Specify Aqency_or offlceI /5
Towson, Marylapd 21204 : o8¢ ciaf j%'wmncl Lile In Perseancl! Dyt

15, AccESS Atsthictions (] 1§ [/%o | 16. AUDIL ARQUIREMEN?S

I

(1f yes, eite 1aw(8) & requlintion(s) [W'RoRR  [] STATR [] PEDERAL (] IRDRPEHDENT

17, 18 AW INDRY 87518M USRD? (1f yes, éxplain driefly tad

describe any hardward/softare) Screeh annually and destroy that material
s () wo no longer needed for current reference.

|
| 18, RSCOMNENDED RBTENTION
I
3 1 |
/444$[Lf.c /V7 e*ﬂ;’/ftc rame, 1 Retain remaining items for two years after
I
I

termination, then destroy.

9. NANE ARD PITLR OF PREPARRR

Paige Diegelman

DGS 550-4{R8VISED 2/41)

20, TBLEPHONR HUNBRR 21. DAM

I I
: |
' 887-3317 { July 13,1990




I

Instructions TYPR OR PRINT A

DEPARTHENT OF GENBRAL SERVICES
SEPARATE PORN POR BACH KEW OR RECORD3 MAKAGEMENT DIVISION
REVISED RBCORDS SERIES. FORWARD 1275 WATERLOO ROAD

I
| AGENCT  RECORDS  IRVEKTORY
I
l
_XITH RECORDS RETENTION SCHEDULS P B.0. BOX 275
((‘ : |
!
|
I

PAGR 7 of 8
JESSUP, MARYLAND 20794

1. DEPARTNENT/AGENCY

Community Development

2. DIVISION -
Administration

3. UNIT

— — — —— — — e — St et

DEFINITION - RECORD SERIRS A group of related records nornally filed and used as a wnit for reference as well as
retention and dlgposltlon purposes

{. RECORDS SERIES TITLR 5 EARLIXST YRAR/LATEST YEAR

|I
| 1988 ; 1990
|

County Council Materials

f. RECORDS SERIES DESCRIPTION (Briefly describe the types of informatfon/documents/forns found fn the series.
Include the purpose or function of the series)

This file contains: Legislation Approvals, Bills and Resolutions, Contracts over $25,000,
(BAT) Budget Approp. Transactions, Schedules/Agendas, Auditors Notes, Councilman Correspondence.

| |
7. RRCORDS SERIZS FORMAT(S) | . 8. RECORDS SERIES SEQUEXCE | 9. voLUNB
|3 LETTER S18 [} NICROFILK | [l-MARABETEAL, | f] PILE DRAWER(S)
. | . | [} ICROFELN RBEL{S)
' k| LEGAL SIZ8  [] COKPUTER TAPK | {] RUMBRICAL | 2 (] COMPUTBR TAPB(S)
g : | 3 | TNUNBER |) OTHER{SPECIFT)
[} BOUND BOOK || PLOPPY DISK | [] CHROROLOGICAL : |
| " | 10, VOLUXE
(] AUDIO TAPE  {] VIDEO TAPE I (] GEOGRAPHICAL | (4-71L8 DRAVER(S)
) | » | [] MICROFILN RBEL (S5)
3 {1 OTHER {SPECIFY) ] ki OTHER {SPECIFT) | I [] coMPUTER TAPE(S)
| Date Order | TNUMBER  |) OTHBR{SPRCIPY)
| | |
11.FILE 1S USRD - | 12. FILE BBCOMES INACTIVE AFTER
(] DAILY . fJ WERKLY {] KONTHLY | 1 {1 HONTH(S) B 1BAR(S)
| NUNBER .
- | -
13, CURREN? LOCATION{S) {BLDG.,ELOOR,ROOK) | 4. 15 RECORDS SERISS DUPLICATED ELSEWNERE?
One Investment Place, Suite 800 | (1188 fJ no " (Xf Yes, Specify Agency or Office)
Towson, Maryland 21204 : .
“15. ACCBSS RESTRICTIONS [} 188 | MO | 16, AUDIT REQUIREMENTS
{1f yes, cite law{s) & requlation(s} |

ki HONE (| STATE (]-PRDERAL (| INDEPBKDENT

17. 1S AN INDRX SYSTEX USED? [If yes, explain brletly and 18. RECOMHZNDED RETRNTION
describe any hardware/software)

|
|
| y
M WK . ' ReTocn :7ﬁ2/L :;‘;;plttiAd,
. |
|
|
I

. ocica /.
) chrono /J / 'd“u oéd‘?;
| ' | ;
9. NAME AND TITLE OF PREPARRR | 20. TELEPHONE WUMBER | 21. -DATR
Paige Diegelman : 887-3317 } July 13, 1990

DGS SS0-4(REVISED 2/87) - Y




- l l
Instructions TYPR OR PRIKT A | DRPARTHENT OF GRNERAL SERVICES | AGENCY  RBCORDS  INVENTORY
SEPARATE FORX FOR BACH NEW OR i RECORDS MAWAGRKENT DIVISION |
REVISED RECORDS SERIES. JORWARD | 1215 WATERLOO ROAD |
VITH RECORDS RETENTION SCHRDULY | .0, BOX 271§ | PAGB_}%__ OP__fi_
| JESSUP, MARTLAND 20794 |
| |
1, DRPARTNENT/AGENCY ] 2. DIVISION | 3. NIt
Community Development | Administration |

DSFINITION - RECORD SERIRS A group of related records normally filed and used as a unit for reference as well as
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. RECORDS SERIES TI?LE
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General Budget Files
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§. RICORDS SERIRS DBSCRIPTION (Briefly descrlbe the types of infornation/docunments/forms found fn the series.
Include the purpose or function of the series)

Files contain budget preparation notes, worksheets, approved budgets, notes concerning
budget year and-miscellaneous contracts.
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15. ACCESS RESTRICTIONS {] 188 M Mo
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